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1.  Call your Case Manager and ask them to send you a *secure* email. The email will look like the one 

below. If you double click and the html file opens, please skip to #3  in the instructions.  

 

 
 

 

2. If the HTML file does not open when you double click, you will have to download (save) the file before 

you can open it. Once it downloads, you should be able to click on it to open. The message page may 

look different depending on the email account and browser you are using. The example below is 

opening Gmail in Google Chrome on a desktop computer. 
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3. You will be asked how you want to open the email.   Choose “Use a one-time Passcode”. 

 

 
 

 

4. Browser window will now ask for a one-time passcode. 

 
 



5. Check your email for the one-time passcode. 

 

 
 

 

 

6. Enter the one-time passcode. 

 
 

 

 



7. Your email will open in the browser window.  Click on “Reply” to reply to this email. 

 

 
 

 

8. Type your message and attach the document. 

 

 
 

 

 

 

 

 

 

 

 



9. Browse for the document you want to attach and click on “Open” 

 

 
 

10. Click on “Send” to send the encrypted email. 

 

 


